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APPLICATION FOR RECORDS RETENTION SCHEDULE 

1 i I 1; 964-1721. 242 247 

& I  

OFFICE OF THE SECRET4RY OF S A T E  
DEPARTMENT OF ARCHIVES AND HISIORY 

RECOROS MANAGEMENT DIVISION 

. 
3. Anion Requested 

1 a €.mown Retention Sehrdulr; r e p d  will continua to accurnularn. 
a Discma of m n t  accumulation! no further accumulation antidpatad. ' I i 

' 2. bass cf Slrirt 
I Strlirr: btort 

c f Amend Aoolication No. ChedcOne: 0 c h a m :  0 Supercede: CI Void 

1 5. Rccordt Seri8r Titk (followed by ct(. &sod in office: if differend 

: 

i 
! 

The D i r e c t o r  o f  Operations a s s i s t s  the  Execut ive D. i rector  i n  t h e  managerial f unc t i ons  of  t h e  
Georgia Por ts  A u t h o r i t y  and. i s  responsi.ble f o r  t h e  operat ions o f  t h e  Savannah Sta te  Docks & 
Warehouses - Garden C i t y  Terminal and Ocean.Terminal, Savannah Sta te  Docks & Ra i l road Company, 
Augusta Sta te  Docks - Barge Terminal, Bainbr ldge S ta te  Docks - Barge Terminal 8 Brunswick 

leases f o r  a l l  d i v i s i o n s  of  t h e  P o r t  Author i ty ,  and w i t h  commercial and i n d u s t r i a l  concerns 
f o r  use o f  space provided by the  Georgia Por ts  Au tho r i t y .  

The O f f i c e  Manager in 'which t h i s  f i l e  i s  created -supervises t h e  work o f  t he  warehouse, b i l  I i n 6 , -  
import  and expor t  departments, analyzes sh ips '  schedules, coordinates t h e  processlng o f  a l  I 
paperwork w i t h  f i e l d  d i v i s i o n s ,  insures t h a t  a l l  paperwork i s  p roper l y  prepared and c a r e f u l l y  

i Sta te  Docks 8 Warehouses., H e  a l s o  handles t h e  f u n c t i o n  o f  leases, i nc lud ing  nego t ia t i ng  ., 
.; 

, 
I 

i I 

i 
I balanced and v e r i f i e d  aga ins t  documentation received, f a c i  1 i t a t e s  exped i t ious  cargo hand1 ing.  'I 
I 
9 

7. R m d  Sub Daraiptim Thir file contains the following dpminta (indude fonn numbersand fitfa, if anyk 
Am& urnplet of the file. 
Collecting backup in fo rmat to  o r  format ion of  var ious  r e p o r t s  i n  

ifidW4d PI: Tonnage 51 I p s  f o r  tonnage repor ts ,  i 'nformation col lec ted  for  commodity 
r e p o r t s  and var iance repo r t s .  

Chrono log ica l l y  

' 8. Monthly R d r o n a  Rare 1 
How often are records refmad to which are: 

0 ; Thirrwn to twenty-four months old 0 One K) six m t h t . o l d  1,; Seven-- twefva mcnt!w old 
twenty-fse months and o l d e r d ?  

Lstter-lim b s - s  ; Legal-sin dnvrerr , ; Shelves 

- 
9. Ann4  R a a  of Accumulation of R m r b  



Thrsr inmudons apply to all prior and future accumulations at the series. :I 


